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~ . . ~  13. Action Requested . . .  

i- - 
a. '3 Estaoilsn Retention Schedule; record will continue to accumulate. 
b. 
c,~,~.Arn€~~nd~App~~atio.nNo. -~*-~=- -.. _.-,.heck One.~_O_Change:~LD Sueercede: 0 V o L - - _ - _  ~. 

0 Dispose of present accumulation; no further accumulation anticipated. 
-1 

5. R e d d s  Series Title (followed by title used in office; if different) , ;3r~:~y i f  S r i e s  
Latest 

1. . To Date- , ~ ~ D i ~ r e c t o r  ~~ -~ .~. of  ~~~ Admin is t ra t ion 's  _ _ ~ ~  Subject  ~ F i  les  . -L - . ~ 

What i s  the function of the Division and the Office in which this record series is created? 
..~ - ~ . 

6. tririrtoar and Office Function 

The D i r e c t o r  o f  Admin i s t ra t i on  i s  responsib le  f o r  t h e  personnel, t r a i n i n g ,  s e c u r i t y ,  i 

1 communications and reproduct ion,  purchasing and storeroom, r i s k ,  loss c o n t r o l  and sa fe ty  
funct ions of t h e  Au tho r i t y .  Personal ly  responsib le  f o r  manpower planning, execut ive  i app I i c a n t  screen i n g  and t h e  management o f  o f f  i c e  space. Reports t o  t h e  Execut ive D i  r e c t o r .  

I 

~ __ . .. . ~ ~ ~~~~ ~ _ _  

7. Remrd Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

The admin i s t ra t i on  o f  a l l  departments l i s t e d  above. 
I- 
i 

I 

.-._1 

I 

lnduded are: Travel  expense records, ope ra t i ng  and c a p i t a l  budget for  Admin i s t ra t i on  
D iv i s ion ,  reading f i l e s ,  educat ional  f i l e s ,  manpower f i l e s  i nc lud ing  
Job Turnover Report, Job Absence Report, Overtime Report, invo ices 
for  labor  lawyer,-and gny o t h e r  documents re ta ined  by t h i s  o f f i c e  
f o r  re ference purposes'. 

File i s  arranged: i Numer i ca 1 1 y 

- ~ ~~~~ ~~ . . .~. _- --_____.I_ ~ ~ , - _ _ _ ~ ~  . 
8. Monthly~Reference Rate 

One to six months old 
twenty-five months and o l d e r A  ~ ~ - ?  un I ess f o r  specia I request. 

9. Annual Rate of Accumulation of Records 
Letter-size drawers --_--.--: Legal-size drawers -___ ~ _ _ _  ; Shelves -__.-, * Other (specify) _._._ 

How often are records referred to which are: 
da i  l y  -; Seven to  twelve months old ~ - ,  da l y  * Thirteen to twenty-four months old - IY; 

- - - I___~__c_~ ~- _~I ____ .- I____ 

2 stafe_=Lize_hQx 



These instructions apply to a l l  prior and future imulations of the series. 

. I '. 

Secretary of StateDesignee 

Attorney GeneraVDesignee 

3ecommendations in para- 
lraph 12 are approved. 


